Quick Sheet: 
Asset Replacements 


This feature will allow users to replace an asset with a new version 
of the asset and select a reason for the replacement. 


1. Click on the asset you wish to replace and go to the Asset 
Details page 
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2. Locate the Upload button at the bottom of the page 


3. This will display the Upload page which requires some input 
before selecting the new asset 
4. The Upload Type drop down has a few options. 
4.1 New Version: Allows you to upload a new version of 
the asset 
4.2 Custom Preview: Allows you to upload a new preview 
of the asset 


4.3 Custom Thumbnail: This allows you to upload a custom 
thumbnail for the asset 
4.4 Attachment: This will allow you to upload a QC Report 
to the asset 
For this workflow lets select New Version to replace the asset 
*(If you are prompted to use a replacement reason, proceed 
with the below. If not, skip to step 9.)* 
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Select the Replacement Reason (note: multiple reasons can be 
selected) 


Audio - Conform Fix 
Audio - Revised Program - Creative 


Audio - Revised Program - Legal 


Closed Caption - Conform Fix 


Closed Caption - Revised Program 
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10. Navigate back to the asset details page and click on the 
Versions tab to see the new version of the asset 


7. Select the checkbox if the replacement is mandatory (This Versions 


field Indicates that the new version must be used and that any “orale > 
vendor who had previously worked with the old version must Version: i > force 


retrieve the new version (Note: This field will trigger email — OF 
notifications to relevant stakeholders) Thumbnails “<2 


8. A Justification /Note is required (some assets will require a images (2).jpeg 
Version 1 © > 10.46 KB 
replacement reason at upload) 
oO Is replacement mandatory? 
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9. Find the replacement asset on your local computer or remote 
origin and click Upload at the bottom 


Click below to select a file from a remote origin Drag and drop file(s), or click below to browse 
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